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Economically Viable 
Environmentally 
Friendly 
Socially 
Acceptable 


“Pollution is nothing but the resources we are 
not harvesting. We allow them to disperse 
because we've been ignorant of their value.” 
– R. Buckminster Fuller 

Sustainability planning at a glance 
• Get a commitment from senior management 
• Form a green team 
• Calculate your current environmental footprint 
• Identify your long-term sustainability goals and 
the data you need to measure progress 
• Figure out what you’re already doing right 
• Develop an action plan based on your long-term 
goals 
• Track your progress, publicize your results, and 
keep improving 
 
 
 
 
Form a Green Team 
• Identify people in your organization who are familiar 
with major operations and services 
• Operations/facilities 
• Purchasing 
• Include people who are enthusiastic about promoting 
environmentally responsible practices in the 
workplace 
• Be creative 
• Ask for volunteers 
• Look for people at all levels and responsibilities 
• Correlate the number of people on the team to the 
size of your staff 
• Choose a coordinator 
• Team must have authority to set goals and implement 
actions to achieve those goals 
Evaluate Your Footprint 
• Evaluate both quantity and cost 
• Energy & water consumption 
• Utility bills  
• Total solid waste generated 
• Bills from waste hauler 
• Building walk-through when trash cans are full 
• Waste audit 
• Visual inspection of waste cans 
• Sample and weigh the building’s wastes (AKA dumpster diving) 
• Hazardous chemicals used 
• Cleaners, pesticides, manufacturing chemicals 
 
 
 
 
 
Establish a Baseline 
• Create a baseline so you can measure your progress 
• Energy use  How much electricity and gas are you 
using? 
• Waste  How much are you throwing away? What and 
how much are you recycling? 
• Purchasing  Are you buying green products? 
• Wastewater  How much are you discharging? 
• Air emissions 
• Identify the environmental benefits of your current 
practices 
• Discuss barriers to implementing current practices 
and ways you have overcome them 
 
 
Draw Yourself a Picture 
Operations Activities Resources 
used 
Waste 
generated 
Hazardous 
chemicals 
Activity based 
costs 
Environmental 
impact 
Building 
maintenance 
Interior cleaning x x  -- Costs of 
cleaning 
chemicals/year 
-- Cost of worker 
exposure to 
hazardous 
chemicals 
-- Waste disposal 
cost 
-- Indoor air quality 
-- Worker exposure 
Lighting x x -- Energy costs -- Electricity use 
-- End of life disposal 
--  Air emissions 
HVAC x x -- Energy costs -- Gas use 
-- Air emissions 
Office 
operations 
Printing/copying x x -- Energy costs 
-- Paper costs 
-- Disposal of waste 
paper 
-- Paper use 
Office equipment x x -- Energy use 
-- Repair costs 
-- Disposal costs 
-- Energy use 
-- Air emissions 
-- End of life disposal 
Set Goals and Indicators 
• Establish both short and long term goals 
• Rethink your practices and make yourself stretch 
• Be realistic 
• Ask yourself how you can do things in a more 
efficient way 
• Evaluate your activities by considering their 
environmental impact 
• Make your goals specific and measurable 
• “We will reduce energy use by 30%” 
Develop Project Ideas 
• Compare what you’re already doing with your 
long-term goals 
• Develop a list of potential projects 
• Include both large and small 
• If you do a major building remodel… 
• If you had to implement something tomorrow 
• Research what other libraries are doing 
• Look at best practices for government agencies 
• Brainstorm & use your resources 
• Ask for suggestions from your staff, your board, and your 
patrons 
 
 
 
Prioritize Your List 
• Things to consider 
• Will the project have environmental benefits? 
• Are the benefits significant? 
• Will the project result in cost savings over the life of the action/product? If 
yes, how much? 
• Calculate simple payback (Total cost of project/annual savings = 
number of years until payback) 
• Is the time frame and ease of implementation manageable? 
• Do you have control over the action? 
• Is the issue of significant concern to your staff and/or patrons? 
• Does the action have high visibility and/or educational value? 
• Finalize the list by giving highest priority to things that have the most 
yes answers 
 
 
 
 
Get It Done 
• Break each project down into discrete tasks with 
measurable goals, when practical 
• Assign staff/team members that will be responsible 
for completing each task 
• Identify resources needed to complete the project 
• Financial 
• Labor 
• Define how you will track progress 
• Use specific measurement indicators 
• Assign a deadline for completing each task 
• WRITE IT DOWN! 
Sustainability goal Measure of success Specific tasks Assigned staff Deadline 
Decrease building 
energy use by 30% 
Lower energy bills Solicit ideas from 
staff 
Green team leader July 2010 
Change to CFL light 
bulbs 
Maintenance August 2010 
Shut down/sleep 
computers at night 
IT September 2010 
Set thermostats to 
reduce energy use 
during hours 
business is closed 
Maintenance August 2010 
Encourage staff to 
turn off lights when 
leaving break room 
Green team July 2010 
Measure & Document 
• Determine: 
• What needs to be measured 
• How it will be carried out 
• How often it will be done 
• Who will do it 
• Link measurement and monitoring to your 
overall plan, based on your stated goals (e.g. 
cost savings, energy and water use, waste 
generated) 
Get Employee Buy-in 
• Ongoing process in tandem with previous steps 
• Educate employees 
• Free or low cost workshops 
• In-service training 
• Post reminders (recycle paper, bring your lunch, ride 
your bike, turn off lights). Change them up to keep 
them fresh. 
• Keep it fun. Reward people for good ideas and for 
modeling sustainable practices. Encourage new 
ideas 
 
Keep It Going 
• Look for opportunities to integrate sustainability into routine 
decision-making functions 
• Budgeting, purchasing, new product development 
• Ensure that sustainability is an ongoing part of your business, 
regardless of individual or group commitment 
• Identify key decision points and investigate opportunities to 
consider sustainability 
• When products are purchased 
• Whether to purchase products at all 
• Chemical management plan v. chemical purchasing 
• When designing new products or services 
• When planning for building renovation or construction 
• Change your thinking 
• Waste as a potential product 
• Waste to Profit Network 
• Rethink processes to make them more efficient 
 
Next Steps 
• Tell your employees and your customers 
• Include on your web site and your annual report 
• Consider developing an annual sustainability report 
• Apply for an Illinois Governor’s Sustainability Award 
• Don’t put your plan in a drawer and forget about it 
• Evaluate at regular intervals and revise based on what 
works and what doesn’t 
• Ask for assistance 
• ISTC  http://www.istc.illinois.edu 
• Smart Energy Design Assistance Center  
http://smartenergy.arch.uiuc.edu/ 
 
 
Think ahead to avoid derailment 


Water costs more 
than you think 

Five Guiding Principles 
• Consider environmental factors in addition to price 
and performance. 
• Emphasize pollution prevention early in the 
purchasing process. 
• Examine multiple environmental attributes 
throughout a product's or service's life cycle. 
• Compare relative environmental impacts when 
selecting products and services. 
• Collect and base purchasing decisions on accurate 
and meaningful information about environmental 
performance. 

Be a Smart Consumer 
 Environmental claims should be specific 
 Look for specific amounts (recycled content, a certain 
percentage less packaging, etc.) 
 Some claims are too vague to be meaningful 
 “eco-friendly”, “environmentally friendly” 
 Degradable products don't save landfill space 
 Anything degradable put into a landfill degrades very slowly 
 Composting turns degradable material into usable compost 
 Symbols can be useful 
 Recycling symbol 
 Green certification symbols  Energy Star, Green Seal, EPEAT, 
WaterSense 
Computers 
Electronics, lighting 
Wood and paper products 
Cleaners, electric chillers, paint, floor care, paper,  
hand soaps, windows, doors 
Toilets, showerheads, faucets, landscape irrigation services 
Low emitting interior building materials, furnishings, and 
finish systems. 

Some Paper Facts 
• Purchase price is just the tip of the paper iceberg 
• For each sheet of paper purchased, companies must also pay for storage, 
copying, printing, postage, disposal, and recycling.  
• A recent Minnesota study estimates that associated paper costs could be 
as much as 31 times the purchasing costs (not including labor) 
• Ream of paper that you paid $5 for really could cost up to $155. 
• Citigroup determined that if each employee used double-sided 
copying to conserve just one sheet of paper each week, the 
firm would save $700,000 each year 
• Bank of America cut its paper consumption by 25% in two years 
by increasing the use of on-line forms and reports, e-mail, 
double-sided copying, and lighter-weight paper 
• Paper’s environmental costs 
• It takes more than 1½ cups of water to make one sheet of paper 
• Over 40% of wood pulp goes toward the production of paper 
• Reducing paper use reduces greenhouse gases: 40 reams of paper is 
like 1.5 acres of pine forest absorbing carbon for a year 
Rethink Your Paper Use 
• Reduce/Reuse 
• Print only when necessary 
• Go electronic 
• Route memos and newsletters that employees should see, but do not need to 
keep 
• Use revision features in word processing software 
• Send information electronically 
• Fit more words onto each page (e.g., smaller font, narrower margins). 
• Changing default margins from 1.25" to 1" can reduce the amount of paper you use by 
up to 8% 
• Use a space-efficient font like Times New Roman 
• Create an electronic filing system for quick, easy retrieval. 
• Use fax post-its rather than a cover sheet 
• Duplex instead of printing on one side 
• Use the back side of single sheets as scratch paper 
• Recycle  
• Purchase paper with post-consumer recycled content of 30% or 
higher 
• Start an office paper recycling program if you don't already have 
one 
 
Need more information? 


